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NEW RIDERS TO MUSTT
CREATING AN ACCOUNT (RECORD)

This tutorial will take you step-by-step through creating your AFSAS/MUSTT Training Account (Record). All Air Force (AF)
motorcycle riders, to include off-road motorcycle riders, are required to be registered in the MUSTT Training Module. This
requirement applies whether you intend to register or ride your motorcycle on or off-installation. It also applies to Air
National Guard and Air Force Reserve members who operate a motorcycle on or off-duty while on Title 10 or 32 orders.

Log into a computer with CAC accessibility. Insert CAC and log into https://afsas.af.mil

A screen, similar to one below will appear. Background color will be different as this tutorial was created using a training
module.

- NOTE: Username and Password is not
required.

| = Click on the “Create AFSAS Account”

-

(3]

-

L Click “Next Slide” to continue tutorial

NEXT SLIDE



https://afsas.af.mil/

AFSAS
TEST
(TRUNK)
LoGIn

CREATING AN ACCOUNT (RECORD)

NCLASSIFIED REPORTING ONLY AFSAS Time: 12 FEB 2014 1511(Z)

REATE AFSAS ACCOU

Applicant, User and User Administrator Responsibilities

Who Should Have a Secondary AFSAS Account?

— Personal Information

Employment Status Tier 1: * — select employment status x|

Last Name: *

First Name: *

Middle Name: (optional)

Assigned Organization Tier 1: * -- select organization tier 1 - j
Office Symbol: * e.g. SE, MXAA, SGPM

Base: * (.g. Kirtland AFB, Phoenix Sky Har Pentago
I ot located on = Government Installation
Motorcycle rider? * T ves ' No
— Contact Information

Phone* (at least one contact number is requirad)

DSN: ( 312 conus = - ext.
US Commercial:( ) - ext.
International: ext.

Email Address: * )
Confirm Email Address: * il or .gov if available

Official Mailing Address (optional)
Line 1:

Line 2:
Line 3:

City, State, Zip
or Foreign Country:

Job Function(s) in Current Position* Chack =l that apply

[ Bioenvironmental Engineer I Chief of Safety ™ chief of the Office of Record " Flight Safety Non-Commissio
T cighrcofor o C i T coctions Bococd C deoforin

[T Ground Safety Technician I~ Human Factors Expert [T Medical Provider " Mishap Investigator

[T Motorcydle Program Manager [~ Motorcycle Rider Coach[”  Motorcyde Safety Representative ™ Gther (i.e., Motorcyde Rider/]
T Public Health I” Records Custodian [/ SIB Member " squadron Flight Safety Office
[T Supervisor of Civilians I” Supervisor of Military [ System Safety Program Manager [ Unit Safety Representative
[C weapons Safety Manager

| I

Account Information*
Type of Account Requested: * € Basic € Elevated
Applicant's Justification for AFSAS Access*

S account as well as justification for any | =]

Please include the reason you require an AF
S role you are requesting

equested roles will be
r above within your
lease be sure to

4000 characters remaining on your input limit. (Word Count: 0)

(-] Subm\tApphcaUunI @ Cancel

All sctive fields marked with =n ssterisk (*) in red font =re required before submitting this pags

AFSEC Web Page

AEGAE Varcinn Fh

NEXT SLIDE LAST SLIDE VIEWED

From this screen enter your personal demographics.
Each of the 4 sections shown will be addressed on the
next 4 slides.

All information requested with title shaded in red is a
mandatory field.

Click “Next Slide” to continue tutorial.



CREATING AN ACCOUNT (RECORD)
Personal Information

- Personal Information Section One is your Personal Information.
Employment Status Tier 1: * US Military and Coast Guard j NOTE: The initial screen you see will not have the
Employment Status Tier 2: * USAF Regular [ Employment Status Tier 2 or Assigned Organization Tier
Grade: * E4 = 2. Asyou fill in Tier 1 data the Tier 2 fields will appear,
Last Name: * Allen if needed.
First Name: * Alfred
Middle Name: (optional) Anthony As a minimum you must complete all fields titled in RED
Assigned Organization Tier 1: * [ Us Air Force j with a RED *.

Assigned Organization Tier 2: * [ 377 Maintenance Squadron (377 MXS)
A black arrow_located at the right corner of a fillable

5 . ¥ . . . .
Office Symbol MXAR e.g. SE, xas, SGPM field indicates there is a drop down menu, user must

AFSAS thinks you work at: E?;i :ﬁfﬂ:‘fﬂdthe hover hels for Organization Tier 1 and Office Symbal, select from the drop down menu. A sample of the drop

Base: * Kirtland AFB (KIKR) down for “Employment Status Tier 1” is located below.
I Not located on a Government Installation

Functional Area: * Maintenance - Aircraft hd| Click “Next Slide” to continue tutorial.

AFSC/Job Series: * Aircraft Structural Maintenance (2A7X3)

Skill Level: * Journeyman (5) j

Motorcycle rider? * # ves T No

-- select employment status -- =

US i and Coast Guard
Civilian
Foreian Military

NEXT SLIDE LAST SLIDE VIEWED




CREATING AN ACCOUNT (RECORD)
Contact Information

Contact Information

Phone* (At least one contact number is required)

DSN: ( 312 conus =|) 246 |-|oooo
US Commercial:( 505 | 846 |- 0000 ext.
International: ext.

Email Address: * allen.alfred@us.af.mil

Confirm Email Address: *|allen.alfred@us.af.mil

Official Mailing Address (optional)

Line 1: 9700 "G" Avenue
Line 2: Room 323C
Line 3:

City, State, Zip  |Kirtland AFB 87117
or Foreign Country:

ext.

NEXT SLIDE

LAST SLIDE VIEWED

Section Two is your Contact Information.

The more information provided here will ensure your
MSR or Commander will be able to contact you should
the need arise. It will also provide the AFSAS/MUSTT
Training Module contact information to keep you
informed of any changes that may be made in the
future to AFSAS/MUSTT Training Module.

Click “NEXT SLIDE” to continue tutorial.



CREATING AN ACCOUNT (RECORD)

— Job Function(s) in Current Position* Check all that apply

anoooaan

Bioenvironmental Engineer [ Chief of Safety [T Chief of the Office of Record

Flight Safety Officer [ Flight Surgeon "' Functional Area Records Manager ™
Ground Safety Technician [T Human Factors Expert [ Medical Provider

Motoreycle Program Manager [ Motoreycle Rider Coach” Motorcycle Safety Representative ¥
Public Health " Records Custodian [ siB Member

Supervisor of Civilians [ supervisor of Military T System Safety Program Manager [
Weapons Safety Manager

Job Functions

Flight Safety Non-Commissio
Ground Safety Manager
Mishap Investigator

Other (i.e., Motorcycle Rider)
Squadron Flight Safety Office
Unit Safety Representative

NEXT SLIDE

LAST SLIDE VIEWED

Section Three is information related to your Job
Functions.

Check the box(es) for job functions you currently
hold. For most new riders, the only box that
needs to be checked is “Other (i.e. Motorcycle
Rider/..)

Click “NEXT SLIDE” to continue tutorial.



CREATING AN ACCOUNT (RECORD)
Account Information

P —

- Account Information* /

Type of Account Requested: * & Basic " Elevated

“Applicant’s Justitication for AFSAS Access*

I am an Air Force Motorcycle Rider

3966 characters remaining on your input limit. (Word Count: 7)

@ Submit Application | @ Cancell

A

NEXT SLIDE

LAST SLIDE VIEWED

Section Four is your Account Information

Click on the circle next to “Basic” to establish an initial
AFSAS account for new riders.

In the Applicant’s Justification for AFSAS Access type in
“Motorcycle Rider”.

Once you have completed section four, go back and
double check to ensure all information is correct in
sections 1 through 4 and change if necessary. If all
information is correct click on “Submit Application”.

Click “NEXT SLIDE” to continue tutorial.



UNCLASSIFIED REPORTING ONLY AFSAS Time: 12 FEB 2014 1636(2)

USER AGREEMENT priot — Swe +

e ——— AFSAS USER AGREEMENT

Version: 28 MAY 2013

USER AGREEMENT

AIR FORCE SAFETY AUTOMATED SYSTEM (AFSAS)

Access S and the e of the data and reports wihdrawn from i s predcated Upon your Xceptare of s user Jgreemart, This user aqreament
Covers e types of ifoamation orkaied n APSAS, the resuicoens onther reproducion and dsKbuten, notdkation and ¢ et t monkoring, 30
Condudes with 3 use agreement

For Official Use Only (FOUO) Information

26545 contame
récrmatir

o or more Froedom of informator
pinanon) Examptes of FOUG rfarmaton edute

Froodom of of 1964 and Prvacy Act of 1974, 35 amended. FOUQ
e o e Y e ot Btk terest pratected by
throuch 9. (Reference Dab 5400.7-R, DoD Freedorm of Infarmation Act Prograr,

* Information n personel and 5 wel as pessonsl Fles, that f disclosed, would resuk in an unwarranted
inasion of personal priva
't the understanding Uit & wibe retained on 3 prvieged or corfidentia basi.
2 de v 3 contractor 3t private expens
Sioped by 3 coneyactor n part wih Federal

s s but the contractor has legtimate propnetary ntsrests
. afety Informatir
 Tormston biotaced by the Privacy Act

FOUO inform:ation outside DD uniess appropriata approval is obtained from an appointed nitial danal authory. Unauthonzed
declosurs or misuse of thi #0100 may resut in crminal and/ar ol penafes.

T 1 understand the above and acknowledge the restrictions pertaining 1o the use and disclosure of FOUO information. *

Privacy

Itis cosentd ha
withn DaD, Pr
By A1 33432, inormation

Lsers are slert for Privacy Act protected information and ensure they do not distrbute such information outside DoD. £
o £ know. The Air Force Privacy Act Program is governed

v the Privacy Act inchides, but is Dot lemked to:
+ D00 1D numbers.

Office and unit addcess and duty hane for overseas inaly deployable or sensitive units.

niame and sex of degendents.

Age, date of bath, height, weicht.
Madcal racords.

Proographi o videctapes showing human remans o blood splattes ar ok reeasable dus to
suriving famibes.

g Once you submit your application a new window will
— appear which is the “USER AGREEMENT for the AIR
FORCE SAFETY AUTOMATED SYSTEM (AFSAS)”.

T 1un
addition,

the above
e hare are <l ond ol pemales for rivacy Act ioltom:

Privacy Adt. In

Notification and Coasent 10

AFSAS s hosted on 3 Department of Dafanss |
DD information systems:

o yitam. Every tine you use AFSAS, you admowledge and consent that when you acces

+ You are accessing 3 U.S. Government (USG) mformation system (1 sdos any device attached to this information system) that i
pe 5. Government ardy. = o

+ The U5, Governmerk. routinely intercepts and monkors commurications on this inform:
Ved 5 penaraton testng. comukaons secury (COMSEC) mantorng,network operad
miconduict (PM), Law enforcement (LEY, and countennteigencs (CT) invectgati

for puposes inchuding, bt ot
<o, personnel

e e e T Read the agreement and then in the four boxes place a

Communications using, o data stored on,this iformation systen e nok privae, re subjectto foutine mankor, terceoton, and
search, and may used for

e T e A L, ey o e check mark by clicking on the box in front of the RED

. €, usng an enforcement, o
ourernsboence a3t Semhg o mmmwmmum ofprvieged commuricabons o ¢ datauwhﬂna« produt)
elated 10 poronat E0YeSanEatION 0 Sarvices by aKtomey 3piSts, of Clergy, 5. Under thess

5 35 e o s narrative of understanding. By clicking on the box you

» tlofing 1 tis ser Agrecment shallbe ntroreted to mk the use's consertto, o inany otherway et or e,
any U, Gavement acions for puposes of netwark sy tion, coesaten, prote<tn, o efen
communicatons security. Thes ndudes st

sl ki acknowledge you understand the rules pertaining to

parsonnel miscanduct, law enforcement, or counterntelligence investigation). However, consent to
peure or seizure of commurications and data s not conser to tha use of prvileged communcations or

mterception/ca
data for personnel maconduct, law enforcement, cr counterintelipence nvestigation aganst any party and does not
negate any apphicable priviege or corfidentiality that otherwise sopies. u S e O
» Whether sy pastcular communication o dats ausiesfo the protection o 8 prtlege, o is covarea by a dusy of
saity, ind i accordanca with estabished egal tandards and DaD drachon Users are strongly
Gncouraged t $0ak Barsonal egal counsel o Such matars pror o wAng an SoMason System  the Lsst Intend to
b on the protections of a pewlege of confdencaly.

& Users should take reazonable steps to identify such communications or data that th erts are protected by any
S prrsiege o condentaity, Howeves, the s s sertihcabon or aseton of 3 pralege or conhdrtiakty s nok
£ creste such protection where none exists under estabished legal stsndards and DcO pol

i Once you have read and acknowledged the restrictions
click on the “Continue to AFSAS” button at the bottom

» Ausers fakre to ko rezsonzbl stags to ekt such communcations o

fy
commumcabon o data 28 beng Sebck o & pelege or codhiareialty, and Suah acions 83 ok nragase oy spplcabl
priviege or confidental

» Miese conditions prescsve the confidenisity o the communicaion o dat, nd thelega oot

comminicator

left corner of the page.

forcamart, of countariabgance mvectoative ceag
communications or data that are ralated to

assstais) the Us. Goverment may
restriction on the U.S. Goy

a1 cor d d
i of emvioms by Bsormars Peyehokbarapies o sargy, o ther
discretion and in acoordance with DoD direction, elect to 3ply 3 priilege or ather
e of such information.

2poly regardlass ot whather the access or uss of an Information system indudes the deplay of 3 Notice
R (‘bannsr”). Whan 3 banner & used, the banner functons to ramind the user of the condibons that are et fortl
amant, rogarlass, o whthe the bannee 5 thass condons n full decad o provides 3 summary of g

Click “NEXT SLIDE” to continue tutorial.

Agency Disclosure Notice

instructions, searching existing dsta sources, gathen mm.mwmm data necded,

Send comments regarding tiz urden estimike o any othes aspect ofth ¢ iechon of ot soonsglPng sua0eshons fo ecsang the burden, 1o
of Defente, S ot ment Ordsicn, 4600 Mark Center

Orve, East Tower Sute 02605, Alexandi, VA 22350 5300 (0761180 OMB Contrel Numbig 2 should be aware that hotwithstandng any

other provision of law, 7 person shall be subject to sny pensity for fa@ing to compl 2 oliection of mlormation f & does not display o curently vabd

OMS contral number
Accessibility/Section 508
The UsS. Department o Detense s o

and information technologes accsssle to ndviduals weh dadues n

SKcordanee ” o feedhack o concams related 0 the accesstlty of
S webske tor 8 OSw 365-53001 ) or DoDSecton308@0sd mi.

Information about Secton 508, please visk the 08 weiats, L Upsstad DITA014

Use Agreement

Acress to APSAS s aenonzed § s program. You must not unnaceszarily

elease or otherwise share
i strct

protected Rarrie uniezs authonzed by Ar Force matruction cr an sopronsta offcal You
dherer i s o wsseraio b Hhe conbuu Red eoes of USAF mizhap mvesbostions and acodent prevention. Unutharized use or
din 0 adverse court deazians.

1o abide by the condlons st forth I this sgreamant. In sccardance with the ptovisions of AF1 91304 1 wnderstand that iclaion of
- Sureement, by AF members, USAFR merbers and ANG iembersin lederal statuss, may resul in discipfingey acion under the

of AF191-204, i
eiployees, may resulin eaminiir st Giscammary sions wakou reoard 1o Sihcrmise appcabte ¢
related taw:

o AF chian
il or chil Sanctions or violotion of the

AFSEC JA Questions.

Automated System may be sddressed to HQ AFSEC/A at 505-846-0626, DSN 246-

Questions comcerming i Uses Agreemert or t
0626, or HOAFSCIASketiznd. ol

(EEET s NEXT SLIDE LAST SLIDE VIEWED




CREATING AN ACCOUNT (RECORD)
Professional Experience

- This window will allow you to list your professional

experiences.

' WARNING Please enter/review your professional experience information and be sure to click on the 'Save ‘

Professional Experience’ button at the bottom of the page.

Read each question in RED and click on the circle to the
left of the appropriate response.

= Account Header

Account ID: 305967 Name: E4; Allen, Alfred A.; USAF 377 MXS/MXAA
DoD ID: -- Base: Kirtland AFB

Las z B 2014 1635(Z)
xpiration Date: 12 MAY 2014

If you answered “YES”, to either question, you may
enter dates of unavailability to assist in a safety
investigation by clicking on “add New Period of
Unavailability”. This field is optional but is helpful for
planning purposes if you have these specialized
experiences.

Are you rated?* © yes @ No
Do you have Aircraft or Remotely Piloted Aircraft (RPA) airframe or engine maintenance experience?* C ves & |No

- Period of Unavailability for Investigations (optional)

No period of unavailability has been entered

4| Add New Period of Unavailability

@ Save Professional Expemencel

NOTE: At this point don’t concern yourself with the
“MENU” to the left of the Professional Experience box
or the tab “MENU” at the top of the page above the
Professional Experience box. These will be explained
later when addressing editing your record in MUSTT
Training Database.

Once all information is checked click on the “Save
Professional Experience” button to proceed.

Click “NEXT SLIDE” to continue tutorial.

NEXT SLIDE LAST SLIDE VIEWED




UPDATE MOTORCYCLE RIDER

UPDATE MOTORCYCLE RIDER Once your “Professional Experience” is submitted you
have completed your registration in AFSAS/MUSTT
Training Module. Now you will begin completing

OMESSAGE Successfully Updated Professional Experience

- Account Header information regarding your riding experience and
training.
Account ID: 305957  Name: E4; Allen, Alfred A.; USAF 377 MXS/MXAA /=) Last Updated: 12 FEB 2014 1635(Z)
DoD ID: - Base: Kirtland AFB Expiration Date: 12 MAY 2014

On this page complete all open data fields by filling in or

Date Arrived at Organization: 03FEB 2014 = cIicking on the appropriate circle.
Year of Birth: Year|1993
Approximate Age: 21 . .. o .
Gender: & mae O Fangle NOTE: Anytime you see this icon” ‘it indicates
Licensed for Motorcycle: & Yas € No there is a calendar view for selecting a date. By clicking
Category of Rider: the ICON | d ill £ t h
Approximate Date Started Riding Motorcydles: Month  MAY j Year 2003 on € a calendar will appear Tor you 1o researc
Approximate Years of Experience: 10.8 the date needed and select.
Average Miles Ridden Per Year: 2000

H o H ”
Comments: (optiona)) [TCRENEIEEE Once complete click on the “Save Motorcycle Rider” at
I an an ¥GF RiderCoach for BRC/BRCZ and HSRC R the bottom left of this screen to proceed.

Click “NEXT SLIDE” to continue tutorial.

3956 characters remaining on your input limit, (Word Count: 9)

Date Separated from DOD/Military Service: (optional) DD MONYYYY

B Save Motorcycle Rider| @ Cancel |

NEXT SLIDE LAST SLIDE VIEWED




MANAGE MOTORCYCLES

On this screen you will enter information about your
motorcycle(s).

MANAGE MOTORCYCLES ,

— \/erify your personal information in “Account Holder”
OMESSAGE Successfully Updated Motorcycle Rider section.

- Account Header é

Click “Add a Motorcycle” to begin the process of

Account ID: 303957  Name: E4; Allen, Alfred A.; USAF 377 MXS/MXA =1 Last Updated: 12 FEB 2014 1635(7) entering your moto rcycIe(s).
DoD ID: - Base: Kirtland AFB Expiration Date: 12 MAY 2014

Click “NEXT SLIDE” to continue tutorial.

- 0 Please enter all motorcycles rider currently rides or has previous experience with.

No Motorcycles Entered; Please enter all motorcycles rider currently rides or has previous experience with.

& Add a Motorcyde

| Done with Motorcvles

NEXT SLIDE LAST SLIDE VIEWED




UPDATE MOTORCYCLES

UPDATE MOTORCYCLE

- Account Header

Account ID: 303967  Name: E4; Allen, Alfred A.; USAF 377 MXS/MKAL = Last Updated: 12 FEB 2014 1635(Z)

DoD ID: - Base: Kirtland AFB Expiration Date: 12 MAY 2014
Type: * Spart J
Year: * 2012
Make: * Ducati j
Model: * Manster
Engine Size; *E 751100000 s

Horsepower: (optiona\) Sport Bike:
Aterm applied to light weight, high horsepower
motorcydles with designed with emphasis on
acceleration, cornering and stopping power, Sport
Bikes have an aggressive niding position with the
rider's belly to the gas tank. Their weight makes them
easy to handle but the sensitive and powerful
accelerator can get an inexperienced rider into trouble,
These bikes are very popular with young riders.

\

NOTE: When you enter “type” of
motorcycle, a photo will appear for you
to verify your motorcycle. If the photo
isn’t similar to your motorcycle, select
ifferent style of motorcycle.

Approximate Date First

Rode this Motorcycle: * O UL

j Year (2013

Riding Status: i & | Currently Ridden ' Previously Ridden

Years experience with thisMotorcycle: 0.6

@5ave Motorcycle | @ Cancel

On this screen you will enter information concerning
your motorcycle. Only one motorcycle will be entered
at a time.

Once the motorcycle information is entered, identify
the Riding Status of this motorcycle by checking
“Currently Ridden” or “Previously Ridden”.

There are Hover help ICONs “[d]* located throughout the
AFSAS/MUSTT/Training module. To help you
understand what information the field is requesting,
click on the Hover help if you need further clarification.

An example of a Hover help is illustrated below. The
Hover help shown is for “Riding Status”. If you roll the
computer cursor over the Hover help a popup will
appear with help information. To lock the popup
window open, double left click on the Hover help Icon.

Click on “Save Motorcycle” to be taken to the next
screen for adding more motorcycles or indicating you

are done with entering motorcycles.

Click “NEXT SLIDE” to continue tutorial.

Example:

urrenthy Ridden: Includes currently owned and rented or loaned mato roy

Previously Ridden Includes previously owned and rented or loaned motorcy

[4]

NEXT SLIDE

LAST SLIDE VIEWED




UPDATE MOTORCYCLES

From this screen, verify the motorcycle information is
MANAGE MOTORCYCLES / correct for the motorcycle you entered. If not, select
_~the “Update Motorcycle” ICON “|[E“ to make changes
and save your changes.

OMESSAGE Successfully Added Motorcycle

= Account Header
2 FEB 2014 163502 If changes are not needed and all information is correct,

Expiration Date: 12 MAY 2014 you can either enter another motorcycle by clicking on
_-“Add a Motorcycle” or move on to next entry page for
training.

Account ID: 305967  Name: E4; Allen, Alfred A.; USAF 377 MXS/MXAA 7
DoD ID: -- Base: Kirtland AFB

= 1 Please enter all motorcycles ridel y rides or has previous experience with.

To move to the next page, click “Done with

07/2013to Present »”
_—~Motorcycles” at bottom left of screen.

2012 Ducati Manster

& X spor

§ 4dd 3 Motorode Click “NEXT SLIDE” to continue tutorial.

% Done with Motorcycles

NEXT SLIDE LAST SLIDE VIEWED




MANAGE TRAINING COURSES

MANAGE TRAINING COURSES

If training course is a repeat (recurring) requirement, please add a new formal training course each

)
ERNNE time the rider completes the course.

= Account Header

Account ID: 305967  Name: E4; Allen, Alfred A.; USAF 377 MXS/MXAA [
DoD ID: --

Last Updated: 12 FEB 2014 1633(Z)

Base: Kirtland AFB Expiration Date: 12 MAY 2014

Ining Courses

- 0 List of Training Courses Attended

Please upload any supporting documentation for your Motorcycle training courses and then contact your
MSR to verify the documentation and add your training course records.

No Training Courses Entered

~ 0 List of Training Courses Certified To Instruct

No Training Courses Certified To Instruct

,a Done with Formal Training

From this screen, you can only verify training entered.
If any corrections or new training needs to be entered
contact your unit MSR.

As a rider you will not be able to enter training.
However, you will be able to upload your training card
or certificate, which will be shown later in this tutorial.

Once you have completed reviewing this page click
“Done with Formal Training” to proceed.

Click “NEXT SLIDE” to continue tutorial.

NEXT SLIDE

LAST SLIDE VIEWED




MANAGE UNIT/BASE BRIEFINGS

MANAGE UNIT /BASE BRIEFINGS
= Account Header
Account ID: 303957  Name: E4; Allen, Alfred A.; USAF 377 MXS/MXAA i Last Updated: 12 FEB 2014 1635(2)
DoD ID: -- Base: Kirtland AFB Expiration Date: 12 MAY 2014
~ (0 List of Unit/Base Briefings

Please upload any supporting documentation for your Motorcycle briefing courses and then contact your
MSR to verify the documentation and add your briefing records.

No Unit/Base Briefings Entered.

This screen allows you to review Unit/Base briefings
you have attended.

As a rider you will not be able to enter briefings.

However, you will be able to upload proof of briefing
attended, which will be shown later in this tutorial.

Any additions or changes will be made by contacting
your MSR.

When review of this page is complete click on “Done
with Unit/Base Briefing” to proceed.

 Done with Unit/Base Briefings €<

Click “NEXT SLIDE” to continue tutorial.

NEXT SLIDE

LAST SLIDE VIEWED




MANAGE FILES

MANAGE FILES From the Unit/Base Briefings screen you will enter
Managing Files.

= Account Header
Account ID: 303957  Name: Ed; Allen, Alfred A.; USAF 377 MXS/MXAA i Last Updated: 12 FEB 2014 1635(2) On ’.ChIS screen, yqu _WI" be ab!e t.O Upload electronic
DoD ID: - Base: Kirtland AFB Expiration Date: 12 MAY 2014 copies of your training and briefing documents as well
as other files you feel would be beneficial to have
— concerning motorcycle safety.
Recommended items to store: Uploading proof documents prior to notifying MSR of
» CC's initial brief training or briefings attended will speed up the MSR
+ Training completion card or certificate .r .
+ Approval letter from CC for members exceeding 30 day training requirement verification process. If your doc_uments have alrea'dy
¢ Any letter or memo regarding members training been upIoaded the MSR can qU|ckIy reference/verlfy

them and enter training or briefing accomplished.

File Activity Log

This Account has no files attached. To upload an electronic record (all commonly used

Blaiires ¢ formats may be saved: .doc, .docx, .bmp, .jpg, et.) click
“Add Files” button.

& Done Wih s Click “NEXT SLIDE” to continue tutorial.

NEXT SLIDE LAST SLIDE VIEWED




MANAGE FILES

! WARNING Please ensure that the file you are attempting to upload is not password protected.

__— Click the “Browse” button.

= Account Header
— JCchoosenletoupboad x|
Account ID: 205009  Name: E4; Allen, Alfred A.; USAF 377 MXS/MYAA [ Last Updat GO wbrares = Petres © * [ serdhpiree (2]
DoD ID: -- Base: Kirtland AFB lon Date: 12 MAY 2014 | Organize v New folder = - 0 @
¢ Favarites IP‘Lcdtur;s; Iitbrary Arrangeby: Folder =
eludes: 2 locations
Acceptable File Formats: Any = Lbraries -
[ Documents )
Attach File: = o Music
|| Pictures
Browse | B videos —
8 Computer ampIE PICITES Add Fun;a\ Training
Please ensure that the file you are attempting to upload is not password protected. 2: SDCv2 (C)
| % DVD RW Drive (D:) Oct 312010 —
AFSAS scans attached files for viruses. If 2 virus is detected, AFSAS will delete the file and notify you. o e O =
add motorcyce
You may upload up to five files; attachment size is subject to local base restrictions; If you need to upload 3 i Network
file that exceeds this limitation, please contact the AFSAS Help Desk. i
=l
File name: || j IAH Files (") =

B Submit Upload | @ Cancel |

UPLOAD FILES

! WARNING Please ensure that the file you are attempting to upload is not password protected.

— Account Header

Name: E4; Allen, Alfred A.; USAF 377 MXS/MXAA ]
Base: Kirtland AFB

Account ID: 305999
DoD ID: —

Last Updated: 12 FEB 2014 2102(Z)
Expiration Date: 12 MAY 201

Acceptable File Formats: Any

]
Browse

a C\Users\AlbertAA\Pictures\add Formal
Training.png

Attach File:

Date

12 FEB
2014

Please ensure that the file you are attempting to uploadj password protected.

AFSAS scans attached files for viruses. If a vin etected, AFSAS will delete the file and notify vou.
ent size is subject to local base restrictions; If you need to upload a

You may upload up to five files; al
ease contact the AFSAS Help Desk.

file that exceeds this limitati

A Submit Upload @ Cancel

-

Select file
from

computer
to upload

Select file from computer by double left clicking on the

file. The file will be shown as ready for “File to Upload”

Upload” button.

Click “NEXT SLIDE” to continue tutorial.

NEXT SLIDE

LAST SLIDE VIEWED

Once you verified it is the correct file. Click “Submit



MANAGE FILES

MANAGE FILES

From the main Manage Files window, you can verify the
file was properly uploaded. From here you can also

OMESSAGE Successfully uploaded 1 files.

- Account Header delete the file by clicking on the “ % “ICON.
Account ID: 305999  Name: E4; Allen, Alfred A.; USAF 377 MXS/MXAA =] Last Updated: 12 FEB 2014 2102(2) : .
DoD ID: - Base: Kirtland AFB Expiration Date: 12 MAY 2014 Also, you can change the file name or replace the file
uploaded by clicking on “ [&“ ICON and following
- 1 Attached Files instructions.

Recommended tems to store To upload another file just click on the “Add Files” and

+ CC's nitial brief repeat procedures

+ Training completion card or certificate
« Approval letter from CC for members exceeding 30 day training requirement

* Any letter or memo regarding members training Once complete click on “Done with Files” to proceed.

File Activity Log
1Files 159.63 KB

Click “NEXT SLIDE” to continue tutorial.

K on Status

[ ¥ & Add_Formal_Training png 15963K8 12FEB 2014 ¥

] addFies X Delete AlFiles

Ad

| Done With Files ¢

NEXT SLIDE LAST SLIDE VIEWED




ACCOUNT VALIDATION RESULTS

ACCOUNT VALIDATION RESULTS

OMESSAGE All required Account Information has been entered. However, you should review all warnings
e

= Account Header

Account ID: 305999  Name: E4; Allen, Alfred A.; USAF 377 MXS/MXAA 4
DoD ID: - Base: Kirtland AFB

Last Updated: 12 FEB 2014 2102(7)
Expiration Date: 12 MAY 2014

- Found D Tssues And 3 Warnings

\/ Account Information (D issues, 0 warnings)

M, - Account Roles (0 issues, 1 warnings)

WARNING: This account is approaching the recertification deadline in 88 davs. You must request recertification AND
r user administrator must approve your request before 12 MAY 2014, If both of these actions do not occur, vour
account's roles will be removed

¥

\/ Professional Experience (D issues, 0 warnings)
\/ Rider (0 issues, 0 warnings)

\/ Motorcycle (0 issues, 0 warnings)
A, + Formal Training (0 issues, 1 warnings)

J, + Unit/Base Briefings (0 issues, 1 warnings)

¢ Clear Account Validation Results

| Done With Account Validation

Account Validation took 7.52 seconds to analyza this racord,

You have completed your record and AFSAS is validating
the information entered. Unless you have issues or
warnings associated with the “Account Information,
Account Roles, Professional Experience, Rider, or
Motorcycle” you can close the “Account Validation
Results” window by clicking on “Done With Account
Validation”.

To correct issues or warnings, click on the area of the
issue or warnings and make appropriate corrections.
Also, you may have to contact your MSR on some issues
and warnings and they should be able to correct them if
needed.

You have completed your record in AFSAS/MUSTT
Training Module.

Click “Done with Account Validation” to proceed.

Click “NEXT SLIDE” to continue tutorial.

NEXT SLIDE

LAST SLIDE VIEWED




DATA VIEWER HOMEPAGE

DATA VIEWER: HOMEPAGE

From this page you can review your entire record. As
shown to the right, there are 8 sections. Personal
Information, Job Function in Current Position, Account

- Personal Information

DoD ID: - . . .
Employment Status Tier 1: US Military and Coast Guard ROIES, PrOfeSSIOnaI Experlence, AttaChed FIIES,
Em%‘wme”t Status Tier 2: ngF Regular Motorcycle Rider Data, Account Information, and
rade.
Name: Allen, Alfred Anthony History Log. To open or close each section click on the
Assigned Organization Tier 1; US Air Force . .
Assigned Organization Tier 2: 377 Maintenance Squadron (377 MXS) —or + located to the left of the section titles.
Office Symbol: MXAA
AFSAS thinks you work at: 377 MKS/MXAA
Base: Kirtland AFE If no changes are needed and you have completed your
Functional Area: Intelligence . . “ . . ” .
AFSC/1ob Series: Ajrcraft Structural Maintenance (2A7X3) review, click on “Done with Data Viewer” . You will be
Skill Level: Journeyman . Y P
Motorcyde rider? Yo taken to a screen identifying your AFSAS Admerlstrators.
If you should have problems with AFSAS, submit a
Email Address: allen.alfred@us. af.mil = “ ” . ) . . A
Feedback” information located later in this tutorial or
Phone: DSN: (312) 246 - 0000 . e H
US Commerdial: (505) 846 - 0000 contact your MSR who will contact an administrator if
International: needed'
Official Mailing Address: Line 1:
Line 2: . . .
Line 3 You have completed entering and reviewing your data

City, State, Zip
or Foreign Country:

within the MUSTT/Training Module.

¥ 1Job Functionn Crrent Poston Click “NEXT SLIDE” to continue tutorial.
+ 1 Account Roles

+ Professional Experience
+ 1 Attached Files

+ Motorcycle Rider Data

+ Account Infermation

+ History Log

% Done With Data Viewer

NEXT SLIDE LAST SLIDE VIEWED




y Prefessicnal Experience.
4 My Motorcyda Rider Info
Rader Irformation
motorcydes

My Files

My Account validation

My Data Viewer

My Usar Administrators

My Organization Hisrarchy

[y Email Inbox:

My Login Log

My Access Log

Flequest AFSAS Access

Racertiication

Create My Secondary
unt

Feedbacks
Current AF545 Session

F oy Fuamsck

p

Zaparss muikisia

US Mitary and!

US:F Roguiar

&

Nama: allon, abart 2

Assigned Organization Tier 15+ [ US Ar Forca
doned Organization Tier 2: * [ 377 mantanance Smuadron (3

MXAA e 38, M "
[377 MXSMXAA]

Functional Area: *
AESC/Job Series: *
Skl Level: *

Motorcycle rider?

PRONE® (25 st
e

US Commerdal:(305 ) 838 |-[1234 | ext.
International ot

12 conus

Email Address: * ben.albentous. stamil
Confirm Email Address: * ahen,albertous. stmil

Official Mailing Address (scsisnal)
Line 1

Line 3
iy, stats, Zip
or Foreign Country:

= Job Function{s) in Current Position” /] Chack all that asily.

T Bioenviranmental Enainesr T~ Chiefof Safety ™ Ot of the Office of Record [ Flont Satety Nan-Commissio
™ Fight Safety Offcer Fight Surgean ™ Fundtional area Records Manager ™ Ground Safety Manager
I Ground Safety Techniian I Human Factors Expert [ Medical Provider ™ Mishap Investigator
™ Matorcyde Program Manaosr ™ Motarcyde Rider Caach” Molorerele Safety Resresentatie? Othes (., Motorcyce der|
[ publc Health Racords Custodian [ 518 Member Scquadron Fliht Safety Offce
I Supervisor of Crlians I supervisor of Miitary ™ System Safety Program Manager ™ Unit Safety Representative
T weapons Safety Mansger

1 | s

- Account History Log (read oaly)

u o

= Update Account History Loa (optional)

4000 characters ramaining on your INput imit. (Woed Count; 0

= Account Information

Account Craated: 13 FEE 2014
Last Updated. 13 FEB 2014 15
User Agreemens Acceptad:Nat Vet Accepted 0 View User Agreement

—oreamer

= My Administrators List

I you naed help, pleasa contact the appeopriats administrator fram tha listing balow.

8 CTR Anmess 1o KMana A AFSH anares o

81 02 Kostkin Rasa Kiland 478 AFSH s voshingeitiand at il

8 G812 Roper Donna Kirfand AE AF sonna repergatzas test Hirkand sl mil

S0 G514 Chistenson, Doris G Kirtand AFE AFSE [ ——————]

S G514 Hunn, Maxk Kirtand A7B AFSE marknunn-02afsas st irfand stmi

wl Paa Joss Kiftand A AFSEC DS 312:208-1024

: 505-546-1524

81 CTR Rocwoos,CIAUGS  KIMand AFB AFSE sutia rochwood 1.cHGuS 8t

W G813 Soradey James  Kitand B AFSECISEA ames spradiep@als s esttitland s i
EE o e s KaMana 47 AFSECISES [ ———

Lel

7] serek rotsinger ch@krtand af mil

&1 CTR MacCurar Douglas Souglas macugy@Hfland at

© CTR Para Juss

MENUS

Next, we will discuss the Menus located at the Top and Left side of the
MUSTT/Training module.

If you don’t wish to continue, at the top of the MUSTT/Training module page,
move your cursor over your name, click on “Logout” or just close window. It is

always better to “Logout” than just close window.

The next few slides will briefly talk to the menus located at the TOP of the page
and along the LEFT side of the page.

Starting with the TOP menu.

Click “NEXT SLIDE” to continue.

NEXT SLIDE LAST SLIDE VIEWED

AFSAS Version



TOP MENU

MY ACCOUNT EMAIL FEEDBACKS FILE SHARING HELP LOGGED IN AS: EF: ALLEN, ALBERT A.: USAF 277 MXS /MM AA E”Il
My Account

Under the “MY ACCOUNT” tab you will be able to preview and make changes to your
AFSAS account, your roles, professional experience and uploaded files. The primary tab
here that will be used is the “My Account” tab. Under this tab you will be able to

My Account Roles

My Professional Experience

My Files . change your unit of assignment should you PCS or PCA. Also when you retire you will
My Account Validation be able to remove your record from a unit roster.

My Data Viewer

My User Administrators " MY ACCOUNT tab used to change “Assigned Organization Tier 2” to gaining unit. Before

1 leaving your old unit for your new unit use this tab to change your unit of assignment
“Assigned Organization Tier 2” from current unit to gaining unit. Tab also will allow you
to change your status as a motorcycle rider from “YES” to “NO” or from “NO” to “YES”.
Before retiring or separating change status to “NO” if currently being tracked as a rider.
Search Accounts (Click to Preview Screen shot).

MY ROLES will change your account from a basic to and elevated. Do not change
without confirming your need to upgrade with your Unit Administrator (UA) for AFSAS.
MY PROFESSIONAL EXPERIENCE will only be used should you become rated. Do not
change without confirming your need to change with your UA. (Click to Preview Screen
Shot).

MY FILES allows you to edit, upload or delete electronic files in your record. (Click to
Preview Screen Shot).

MY ACCOUNT VALIDATION will run an internal check to see if there are issues are
warnings associated with your account. (Click to Preview Screen Shot).

MY DATA VIEWER used to preview entire record. Cannot make any changes from this
view. (Click to Preview Screen Shot).

MY USER ADMINISTRATOR shows a listing of your AFSAS UAs and contact information.
MY ORGANIZATION HIERARCHY used by developers and UAs.

MY USER AGREEMENT may be used to refresh your memory and understanding of
responsibilities for use of AFSAS. (Click to Preview Screen Shot).

CREATE MY SECONDARY ACCOUNT AND SEARCH ACCOUNTS used only by UAs and
MSRs.

My Organization Hierarchy

My User Agreement

Create My Secondary Account

NEXT SLIDE LAST SLIDE VIEWED




TOP MENU

MY ACCOUNT EMAIL FEEDBACKS FILESHARING HELP LOGGED IN AS: EF: ALLEN, ALBERT A.; USAF 377 MXS,/MXAA El IIl

EMAIL tab: Self-explanatory.

FEEDBACKS tab: Under this tab the only internal feedback tab you may use will be the one titled “My Submitted Feedbacks”. Used to
review any feedbacks you may have submitted.

FILE SHARING tab: Will not be used by riders.
HELP: Self-explanatory.

LOGGED IN AS: The primary use of this tab is to Log Out.

NEXT SLIDE LAST SLIDE VIEWED




] LEFT MENU INDEX

My Account
My Account Roles

The LEFT index menu has many tabs similar to the TOP menu. In the previous page we talked about My
My Professional Experience

Account, My Account Roles, My Professional Experience, My Files, etc. Primarily the only tabs you will use

+My Motorcycle Rider Info in the LEFT menu are the Rider Information and Motorcycles tabs. These Tabs we covered during creation
of your record.
Matorcycles
Training Courses Rider Information: View Screen Shot
Unit/Base Briefings
My Files Motorcycles: View Screen Shot
My Account Validation
My Data Viewer Please consult with your MSR for assistance with maintaining your record in AFSAS.

My User Administrators
My Organization Hierarchy
My Email Inbox

My Login Log

My Access Log

Request AFSAS Access
Recertification

Create My Secondary
Account

™Y RECENTLY VIEWED

Feedbacks
Current AFSAS Session

HEYWORD SEARCH

. Feedbacks

o
18

NUMERIC SEARCH

0 By Feedback ID
o GO

Separate multiple entries by comma

NEXT SLIDE LAST SLIDE VIEWED




MUSTT Tutorial for Riders

Please send any comments or suggestions to improve this training tutorial to:
Mr. Arthur “Triple A” Albert
arthur.albert@us.af.mil



mailto:arthur.albert@us.af.mil

